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Add Brief Title
The Add Brief Title wizard guides you through the process of adding a title to the catalog. This is intended for
published items that do not currently have a full marc record available. It is assumed that the librarian will
continue looking for a better record. You can easily locate all the brief records you create by doing a General
Search for “brief record.”

1. Click the Iltem Maintenance wizard group.

Set properties
Properties need to be set the first time the wizard is used.

(| Add Brief Title : Set Properties

2. | S Add Brief Title Right click on Add Brief
Titles wizard. Select Properties.

Display property page: () Wizard Startup (#® Never

@

Behavior Defaults

a. Bullet Never.

Format: MARC

®
SELECTED ENTRIE v

020,100,245,260,300,989

b. Selected Entries - Default tag numbers
separated by commas:
020,100,245,260,300,989

Use entries:

S@W title

c. OPTIONAL: Uncheck Shadow Title if you [ permanent
want the record to be searchable in the Circulate
online catalog. Type: NONFICTICN v
Library: FMHS W
d. Set defaults to most used options. These Shelf locationT | AVAILABLE y
options may be (?hanged' Wh.enlcatabg'ng a Class scheme: | ATDEWEYLOC v
large number of items with similar o
.y . . . Optional Fields
characteristics (i.e. funding source or item
Material type: BOOK ]
type). You may also make changes when _
entering specific item information. Funding seures: he
Curricular area: W
e. Click OK to save. Grade level: %
Genre: ]
2. Click on Add Brief Title wizard.
. . Add Brief Titde
3. Enter Title info:
TEREQUIRED FIELD™™
¥¥i99333,1)  ID:99333-1001
a. ISBN — no dashes —
. ISBN: |ozo =l =l|  z|leeseceiazs
b. Author — last name, first name rorsanal @ froo o e eoms
. Title: |245 j | j | j I'I'he plum tree war
C. Tltle Fublication info: |260 j | j | j |Naw vork: Morrow Junior Books, 1989,
Physical descrip: |SDD j | j | j |115 p. :illus.
d. Publication info — include location, IHFOhin template: [559 S = ] erisf recora
Company’ and date . Call number and copy info
Ex. New York: Morrow Junior Books,1989. Now call number: IS FRY
Library: |LEHS j
e. Physical description — include page lem group: |FICTION | @
number shelf location:  |AUAILABLE |
Item IOt |30401001000?22
f. Type “Brief Record” in the 989 field. Materia trpe: - [e00K -l
Funding source: |GIFI',"DON j

Last Updated Summer 2018 Cataloging — Basic Cataloging pg 1

Page layout created and text abridged by INFOhio from SirsiDynix
documentation. Copyright © 2018, SirsiDynix. All Rights Reserved
INFOhio is Optimized by the Manag t Council




. INFOhio Symphor_1y Hgndbook
!N F@h 10 Add Brief Title

HICYS Prek-12 DIGITAL LIBRARY

4. Enter Call number and Copy info.

Replace the XX call number.

Select your library code and item group from the drop-down menus.

Leave Shelf location AVAILABLE.

Enter item number in your usual manner (scan dumb barcode, barcode shortcut, or auto-
generate).

e. Select Material type.

f. Select Funding source if desired.

apow

5. Click the Add Brief Title button. You can then select Add Another Brief Title, Make More Changes, or
Close.

The Item is now ready to circulate.

NOTE: Remember, the brief record will need to be replaced with a better record as soon as possible.

artPORT : Capture

a. Open the Modify Title wizard. Do a d
General Search for “Brief Record” to get d
a list of your brief records. © Match and load

[©] ﬁeplace current record

b. Click Modify to display the record you
wish to replace.

Title control number source: oisl
c. Search for a better record in SmartPort. Indexed MARC tag number: ®
Call sources: ATDEWEYLOC,949,,
Library: DLFN v

d. When you capture the record, bullet
Replace current record.

e. A popup screen will display the call number, author,
and title. Verify that it is the record you want to Replace
replace and click the Replace button.

Call number: 398.2 LYM

f. Click Save and Close as usual. The new record will Author: Lyman, Nanci A.
appear in your database with the item information Title: Paul Bunyan
attached. '
| o | Replace (e)
g. Your brief record will still be displaying in Modify =
Title. You will need to click Return to search and [ Cancel ]
then click Modify to refresh the screen and see the
new record.
h. Use the Validate Headings helper to validate authority entries Modify Title

d headings. See Authority Section f ide. .
and headings. See Authority Section for guide @%Pﬁj{@?ﬂ

i. Use the Delete a Field helper to remove the 989 tag. See
Cataloging Helpers, guide, for detailed instructions.

Note: For more detailed information or specific questions, use HELP wizard.
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